SUBMITTING AN APPLICATION
IN THE CJC EGRANTS SYSTEM



APPLYING FOR A GRANT

E rants = .\ J _Delaware
. : : g ' A Criminal Justice Council
3 An ap p hcatlon ,S Back Button will not take you back page stead use the application menus and controls.
created in response

to a n Ope n fu n d "ng -| User Management ‘ Funding Anncuncement ‘ Project Management | Work Manager
announcement and iS Welcome to DCJC Egrants|

Please select a menu fab or prompt link fo continue.

h O W a S U b "g r a n t ee CLICK HERE To access an existing project {(Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal
===="=-=Report, or Inventory Report (Project Management tab).

o
a g e n Cy G p p l ’ eS fO r a CLICK HERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Funding Announcement tab).

g r a n t CLICK HERE To view any Aleris and/or Tasks assigned to you (Work Manager tab).
L]

. To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your
CLICK HERE P
organization/county (User Management tah).

* The sub-granteecan
CLICK HERE  To Subscribe to receive an email when new granting opporiunities become available.
US e t h e M e n u a l On g CLICK HERE To Unsubscribe from Email notifications when granting opportunities become available.

Announcements

t h e t Op O r t h e Announcement: Welcome to the Delaware Criminal Justice Council Egrants portal.

Ag a reminder, all addresses input during individual registration and during agency registration must be provided in a Zip + 4 [R5 format. If you

p r’o m p t S t O b e a b l e t O are unsure ahout the last four digits of the address zip code for which you need fo enter, please visit hifos: . 2 go/Zipl ookupAction!

input action and provide the address. The United States Postal Service website can provide the last four digits of the zip code.
r e S O n d t O u n d i n For External/Subgrantee Users: Zip codes already entered info the system during Individual Registration, if incorrect, may be corrected by visiting the
p LUiser Management menu and then the Profile tab, by selecting the address requiring the update.

t For Internal/CJC Users: Zip codes already entered into the system during Agency Registration, if incorrect, may be comected by visiting the Contacts
G n n O U n Cel l ' e n S . menu and then the Agency tab, by selecting the agency requiring the update and then the address requiring update.

o Egrants

Please send technical comments and problems to DCJC EGRANTS Support (DCJC ST,
©2011-2014 Delzware Criminsl Justice Council. All rights reserved. Unsuthorized Access Prohibited.




Finding the Funding Announcement

Py, Delaware
L:g [ L’I_ngs _ o~ ' Criminal Justice Council

Back Button will not take you back page-s, instead use the application menus and controls.

i@ Logoff
Main Menu | User Management | Funding Announcemeni | Project Management | Work Manager
FUNDING ANNOUNCEMENT SEARCH
Search Criteria:
Funding Announcement Title: |
Program Area: | [All] []
Funding Stream: | [All] E
Plan Year: | [All] E|
Status:| Open [=]
Fund. Annc. Title Funding Stream Amount Announced OpenDate | DueDate | Status |
2014 Competitive F4 VOCA Victims Services 510,000.00 4102014 12/31/2014 Cpen
DCJIC UAT Funding Announcement VOCA Victims Services 515,850.00 552014 121312014 Cpen
Victims of Crime Sandbox FA VOCA Victims Services 510,000.00 4/16/2014 12/31/2014 Open

The sub-grantee can search for a specific funding announcement. %is used
a wildcard operator.

Clicking on the Funding Announcement title, will allow you to create an
application.

Please send technical comments and problems to DCJC EGRANTS Support (DCJIC STAGING).
22011-2014 Delgware Criminal Justice Council. All rights reserved. Unauthorized Access Prohibited.




Creating the Application

ETE STa
System will fi out st: 1
Remaining time: 1
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Delaware
Criminal Justice Council

Egrants

Eack Button will not take you back pages, instead use the application menus and controls.

Main Menu User Management Funding Announcement Project Management Wiork Manager

FUNDING ANNOUNCEMENT SUMMARY

Funding Annc. Title: 2014 Competitive FA Program Contact Person: lds. Sara Waaner

Year: 2014 Fiscal Contact Person: Miss Fiscal Contact
Program Area: VOCA
Funding Stream: WVOOCA
Funding Area: VOCA
Release Date: 4/10/2014
Due Date: 12/31/2014
Concept Papers Required? Mo
Competitive/Non-Competitive: Competitive
Amount Announced: 10,000.00
Status: Open
Summary:

Agency/Project responses for this Funding Announcement

Applicant Agency Project ID Project Title
Test Agency 1034 Afterschool and summer program for juveniles
Test Agency 1041 Erenda's Advocacy Center

[ Create Mew Application ] [ Cancel ]

* Click“Create New Application” button

Please send technical comments and problems to DCJC EGRAMNTS Support (DCIC STAGIMNG]).
E2011-2014 Delaware Criminal Justice Council. All rights reserved. Unauthorized Access Prohibited.




1
tem wil |m=c it st: 11:25:23 A

1153 ' Delaware ' el

Criminal Justice Council ;

1

Pz‘j

LC’ res

2 :
Back Button will not take you back pages instead use the application menus and controls.

@ Logoff
Main Menu | User Management | Funding Announcement ' cl | Work Manager
Project Application Monitoring Audit Fiscal Details Reporting Requirements
Grant ID: 1052 Project Title:
Status: Open - Draft Fund Announcement: 2014 Competitive FA
APPLICATION SUMMARY
Last Update
In Process | 9/16/2014 11:05:10 AM
J Message from webpage -r,—(‘ 9/16/2014 11:05:10 AM

9/16/2014 11:05:10 AM
9/16/2014 11:05:10 AM
9/16/2014 11:05:10 AM
9/16/2014 11:05:10 AM
9/16/2014 11:05:10 AM

TR e Bo00a | 9/16/2014 11.05:10 AM

Your Grant ID i1s 1052. Please write this number down.
!\. You will use this Grant ID to access your project from now on.

[View Contract ] [ Preview Signature Page ][ Submit Application ] Withdraw Application

[ View Issues/Comments ]

* Afterclicking the “Create New Application” button, a “Grant ID”
number is created and assigned to the application.

* The Main Summary Information Section must be completed first
before any other sections are available for completion.




= Delaware
E@F@"“ Criminal Justice Council

- =
Back Button will not take you back pages. instead use the applcation menus and controls

Project Monitoring Audt Fiscal Details Reporting Requirements

Grant ID: 1052 Project Title: ?Ift\:! Project
Status: Open - Draft Fund 2014

Announcement: Competine FA

PROJECT SUMMARY
CLICK HERE To enterupdate/view a Program. Fiscal, or inventory Report for this grant (Monitoring menu item)
CLICK HERE To view any Audt information for this grant (Audit menu stem)
CLICKHERE To wew the current financial information for this grant such as payments and fundng sources (Fiscal Detalls menu item)
CLICKHERE To view the reporting reguirements for this grant such as when fiscal reports are due (Rapoding Requiramants menu item)

Select the document Nnk to access the detalls (1.e. Budget, Main Summary, Contract report...).

Documents Start - End Dates

1052: | Create Subgrant Adjustment |
Apghcatico 10/1/2014 - 9/30/2015 Open - Draft @@

| View Issues/Comments |

If you leave the Egrants application, when you return you will use
the menu or tabs to enter the Project Management area and
continue working on their application.




Main Menu User Management Funding Announcement |_| Work Manager

Froject Application Monitoring Audit Fiscal Details Reporting Requirements

Grant ID: 1052

Project Title:

Status: Open - Draft Fund Announcement: 2014 Competitive FA

Section Name
Activity Areas

APPLICATION SUMMARY

Point Value Last Update

In Process ] 9/16/2014 11:05:10 AM

Application AssUrances

In Process 10 9M16/2014 11:05:10 AM

Cerlification Regarding Debamment

In Process 10 9/16/2014 11:05:10 AM

Approval Checklists

In Process ] 9M16/2014 11:05:10 AM

Budget Detail

In Process 35 9/16/2014 11:05:10 AM

Main Summary Information

In Process 0 9M16/2014 11:05:10 AM

Performance Indicators

In Process 35 9/16/2014 11:05:10 AM

Heoipient Agency Bodget

Im Process 10 9/16/2014 11:05:10 AM

e The Application Summary shows the various
sections which were defined in the funding
announcement sections.

e The sub-grantee must complete the Main
Summary Information before the other various
sections will be accessible.

e Each of these sections needs to be reviewed,
questions answered and marked with a status of
“Completed”.

e Status of the application is “Open - Draft” until it
is submitted to DCJC




MAIN SUMMARY - THIS SCREEN WILL REFLECT SUMMARY INFORMATION REGARDING THE PROJECT.

The first items required are the Short
Project Title and the Brief Project S e

. . Frossc] Appdication Noritoring Audd Fiscal Details Reportisg Requinements
Description

Grant ID:; 1057 Project THia: Seort Prgact Tie
Sualurs: Opert - Diafl Fand Aanoancement: 2154 Congeiive FL

Next fill out the Recipient Agency or the B

i Settioh Point Valie: © Cresed By: Ws. Exdemal Tastard Crested Date: WG4 190510 4K
Agency rece,v,ng the money Completion States: hPln:nlEl Lasst Update By: ks, External Testerz Last Update Date: 5162014 111759 A0
SebGrant I ~
ApPECASE AQENCY: Todt dgensy Changs -'q'.p::'a"'.
FID £: 245388545 '

Assign a Project Director, Financial Officer Becpest Agency: o g

and Primary Contact for the agency they mm:tmlz E - B
represent. The Project Director and PYATATY OO 1, Earnl Tostort [3] s Frmany Goroc s it m i
Financial Officer cannot be the same em———

Program Staf Contact us S waorer

person. Fiscal Comact s Pescal Contact
Listng ol Sgnaloeses

Additional Contacts can be used to allow
notifications to be sent to people as if

they were assigned a sub-grantee or R ss———

. . Council Mestng Cate:
internal roles; however this may not be T

populated by the sub-grantee. The CJC e g Fesbed Ok
staff member will populate this while e —

performing the Grant Application review. PG o DUSTRION T2t desrpon o o prc

The “Signatory” is the person expected
to sign the submitted application.

Fill out the start and end dates associated
with the proposed project.

| Sawe | | Save And Conlisug Edling




The budget categories are
selected by the CJCin the
Funding Announcement.

Those selected are noted by
the underlines which are links
to screens requesting
additional detailed information
which is required.

Main Menu | User Managemeni | Funding Announcement |-| Work Manager

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Grant 1D 1052 Project Title: Short Project Title
Status: Open - Draft Fund Announcement: 2014 Competitive FA
BUDGET SUMMARY
Section Point Value: 35 Created By: Ms. External Tester2 Created Date: 9/16/2014 11:05:10 AM
Completion Status: In Process [+ Last Update By: Ms. External Tester2 Last Update Date: 9/16/2014 11:31:40 AM
BY RECIPIENT AGENCY YEAR1 TOTAL
Test Agency 1,800.00] 1,800.00
Total 5 1,800.00{ 1,800.00
BY CATEGORY YEAR1 TOTAL

Personnel 0.00] 0 Dl]‘
Employee Benefils 0.00] 0 Dl]‘
Trave! (Including Training 0.00 0 Dl]‘
Equipment 0.00 0.00)
Supplies & Operafing Expenses 0.00 0 Dﬂ‘
Consutans 1,800.00 1,800.00)
Gonstruction 0.00 0.00
Other 0.00 0.00
Total 1,200.00 1,800.00

BY SOURCE OTA
Federal 0.00 0.00]
State 0.00 0.00]
Project Incoma 0.00 I].I]I)|
Interest 0.00 0.00]
State Match 0.00 0.00
(Cash Match (New Approp.) 0.00 000|
In-kind Match 0.00 0.0
Project Income Match 0.00 0.00)
Total E 0.00) 0.00)

Budget Setup E Save H Save And Continue Editing ” Cancel I




Main Menu User Management Funding Announcement ‘_‘ Work Manage

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Project Title: Police

Grant ID: 1032
Status: Open - Received Fund Announcement: Byurne Justice Assistance Grant Law Enforcement

APPLICATION SUMMARY

Section Name Status Point Value Last Update
i i _
_

M lcomee 0 Goisarsiou

Peomevceiggmws  lcompets 35 sneoiszzsaiem
Recpensgenciwost |Complete B |meotazacdrem

| View Contract | | Preview Signature Page | | Submit Application | | Withdraw Application |

View |ssues/Comments |

* As each section is completed, you must change the section status from “In-
Process” to “Complete”.

* Onceadll section statuses are marked as Completed, the “Preview Signature Page”
button will be available.



SUBGRANT: 1052 Short Tithe Poboe

| sem] wn |

DELAWARE CRIMINAL JUSTICE

COUNCIL 722014 Project End

Applict Hereby Apphes  the DCIC foe & Project Start Date: 722014 5, . 6302015

Fusncial Support for the Witharr Deweribed 2034 11, IN WITNESS WHEREOF, the Appiicant has caused thin sehgrant application 1o be exacated, anested, and exvealed by its proper
y officals, %0 begal scton sk e sane 10 be deve.

L. Type of Funds

for which you are  |Edwand I Dyme Nustce Assistance Grast Progren (Fedenal 10 738 BIAG ) Tost

sy g DATL NAME OF APPLICANT AGENCY

2. Applic Name Of App

Federal LIn 245586548 |County) Keer SIGNATURE OF AUTHORIZED SIGNING OFFICIAL
Street Address Line 15120 Toe
| Addeess Line 2= Test Susie [Addevss Line 3
City: Teving |Seate: DF | Z3p: 19801-855¢
Test Agesey
Titles
Names Mr. Everad TeserT r
Agenen
Street Address Line 11 123 Tew
Addeess Line 21 | Address Line X - o
- NOTE The arypnal copy st be sgned m =k,
City: Tewing State: DF | Tales of all sigastories nraat be immerocd.
Phome: H2-£56.5585  [Fan:

Name: Ms. External TesterS |‘lhhv!

Street Address Lise 1: 123 Tew
Addvess Line It Addeess Line &

City Tovug Seanes DY J2ape 198014838
Phome: §38-454.4535  [Fam: |

Name: Mr. Exterrad TewterT |m! We cortify that fhis spphicatos is sppeoved mnd that 4 gram award kas boen receved 10 pay the herem siniod
Sareet Address Lise 1: 123 Tew
[Addeess Line 2 JAdders Line - EXBCUTIVE DIRECTOR. DOIC DATE
City: Tevang |States D2 |Zage 158013585
Phowe: 3024353535 |Faw |

7. Betef Summary | Short Tithe (May not exceed S0 charscton |

of Project Pebice

(Do Nee Exceed

Iss-u Provided)  Overtene

TITLE OF AUTHORIZED SIGNING OFFICIAL

L Sehgrant Badges  TOTAL BUDGET BY CATEGORY STOUAEHUDCET BV NI JOUNCE
BEDGIT CATEGORY AMOENT
400 00|
0 00|
000

D200 (0804)

The signature page will display in adobe pdf format so it can be printed, signed and attached to the
application. It must be signed by the agency Director.




UPLOAD SIGNATURE PAGE

* Once thesignature page is signed it must be attached to the
section “Attach Signature Page” before the application is
submitted. These pages with the original signature must
also be mailed to the Criminal Justice Council.

[ain Menu User Management Funding Announcement ‘_| Work Manager | Internal Menu

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Grant 1D: 1059 Project Title: Test
Status: Open - Draft Fund Announcement; Victims of Crime Sandbox FA

ATTACH SIGNATURE PAGE
Section Point Value: 0 Created By: Ms. Julie Bolline Created Date: 9/22/2014 2:21:36 PM
Complstion Status: | In Process| | Last Update By: Ms. Julie Bolline Last Update Date: 9/22/2014 2:23:17 PM

1. Have you reviewed, completed, signed and attached the Signature Page documentation?

Yeslz] @2

Attachment Name

DE12-23 001.pdf Upload Signature Page Hide Attachment HistoryShow Altachment History

Add Attachment Save And Continue Editing Return to Project Summary




Main Menu User Management Funding Announcement ‘_| Work Manager

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Grant ID; 1032 Project Title: Folice
Status: Open - Received Fund Announcement: Bvine Jusiice Assistance Grant Law Enforcement

APPLICATION SUMMARY

Section Name Status Point Value Last Update
pp 5/6/2014 21715 PM

5/6/2014 2:27:54 PA
5/6/2014 22331

Appro -klis
Budget Detail
in S ' ) ion
pecpen AgencyBugget 51672014 2.24 47 P

) 5/6/2014 2:18:20 PA
bcoetpe 5/6/2014 22151 PM
31 PM

| iew Contract | | Preview Signature Page | | Submit Application | | Withdraw Application |

| View Issues/Comments |

Once the sections have been completed, the application is completed and ready to be submitted.

The Status of the application is changed when it is submitted to CJC to “Open — Received” and the
application will no longer be able to be changed by the sub-grantee.

The following email is generated to the sub-grantee when an application has been submitted for a
funding announcement.

“Thank you for submitting your response to Fund Announcement: “2014 Competitive FA". DCJC
has received your submission and will begin processing. You can check the status of your
submission at any time by returning to https://egrants.cjc.delaware.gov and opening your
project through the Project Management Search screen.”



STATUS FLOW FOR CREATING EGRANTS APPLICATIONS:

. The sub-grantee clicks on the “Create New Application” button for the Funding
Announcement which they would like to apply to, for funds.

. The Main Summary Information, Budget Detail, Performance Indicators,
Recipient Agency Budget sections along with any customized sections will all
have a status of “In Process”’.

. The Status of the Application is “Open - Draft” until it is submitted to DCJC.

. All Section statuses must be changed to “Complete” before the “Submit
Application” button will allow the sub-grantee to submit the application.

. Once the Application is submitted, the Application Status becomes “Open -
Received”.



